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W-11 is a diverse service group 
providing Weapon Programs support
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:
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DCM–Working Safely and
Securely
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 Purpose: 
Why have document configuration?
• process multiple document types in a consistent

manner  for ALDW, W, Q, E and WRS
• emphasize worker safety and information security

 Who: (responsibilities)
• You the Customer
• DCM
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Meet the Team 
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Technical Writer-Editors
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 Provide writing and editing
• Basic editing, including spelling, grammar, and 

punctuation
• Correct word usage
• More advanced levels of edit, such as sentence and 

paragraph structure as well as the overall 
information flow and cohesiveness of the document

• Proper citation and us of figures, tables and 
references to follow technical communication 
conventions

 Ensure that documentation for W, Q, E, ALDW, 
and WRS follows both LANL-specific publication 
standards and technical communication standards
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This Briefing–Overview
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 The DCM process
 Requesting a document number: 

dcmrequest@lanl.gov both high and low side
 PDMLink–access and basic search
 Making changes–minor and major
 Checking the status of your document

mailto:dcmrequest@lanl.gov
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PDMLink Is Your Friend…
Using PDMLink allows us to focus on providing organizational accountability
and  effective life cycle management of electronic documents and records.
PDMLink allows us to

• share information with others,

• keep your information safe and secure,

• increase productivity and efficiency,

• improve customer service, and

• eliminate fear of lost or stolen documents.

Strengthening the ability to organize and manage your documents and 
records during  their life cycle “from creation to completion.”
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Document Configuration

ReleasedUnder Review
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•Promotes to  
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Reviewer)
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•Reviewers
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Incorporation of Major Changes
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mailto:dcmrequest@lanl.gov
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Request
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 Document type, Group, Classification
 Authors Name, Approvers/Reviewers RLM, DC

Reviewer
 Title (U)
 LA-controlled publication (CP) or LA-unlimited  

release (UR) required
• (Unclassified) Abstract
• Program and Cost Code
• Location
• Date

 Standard turnaround (2 weeks)
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Best Practice…
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What happens next…
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 Process document
• upload
• configuration management
• assign
• notification/email

⎻ drafts
⎻ processing
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Sending Transfer Requests for 
Large Documents
Large documents (over 10 mb) need to be sent through 
transfer.lanl.gov to assigners directly:
◼ Brianna Vigil, brivigil@lanl.gov (primary)

◼ Sandra Yates, sand@lanl.gov (back-up)

◼ Stacey McCall, smccall@lanl.gov (secondary back-up)
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Approval and Review
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 The DCM Team will promote a document to author(s) for 
review  and/or approval using the PDMLink.
• (Note: It is suggested that you check your PDMLink Home tab often for  

changes and updates.)

 Approvers can use either of two methods to document 
comments  and/or changes.
• Extensive changes/comments–Check out and Edit, activate  “Track 

Changes” on, and then upload the document back into  PDMLink.

• Promotion request–review and complete your task.
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How to Find PDMLink
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Unclassified LANL URL https://w-pdm-prod.lanl.gov/Windchill/
LANL Secure URL https://w-pdm-prod.lanl.gov/Windchill/app

https://w-pdm-prod.lanl.gov/Windchill/
https://w-pdm-prod.lanl.gov/Windchill/app
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PDMLink Home Page
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Home Tab

| 18



An Equal Opportunity Employer / Managed by Triad National Security, LLC for the U.S. Department of Energy’s W-11-20-0014U/LA-UR-20XXXXX

Search Engine
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Search
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Document Home
 History Tab
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Tabs
 Details

 Content
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Tabs
 Related Objects

 Changes
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Major Changes and Comments
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Few Changes
 If a few changes are needed, the reviewer/approver can simply use

the “Comments” field in the PDMLink closeout screen to document
them. Please note that it is very important that you read and
understand your role as an Approver. For additional guidance read
W-DG-0001U, Reviewing and Approving Documents in PDMLink.

| 25

http://rowtag/common/Lib-Weapons%20Engineering/DA%20Procedures/Desktop%20Guide%20(DG)/W-DG-0001.PDF
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Rework
 If rework is selected this document will need to have  

changes made by the author or the approver. The  
processor will see the document as rework on their  
home tab.

 If the changes are minor, then the document will go to 
the  approver who submitted it for a rework to approve
again.

 If the changes are major, then the document will go 
through all of the approvals again.
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Promotion Comments from Email
 Click on Promotion Target from your email


 Go to History Tab, Under Authorization Click Doc.Number

 Description:

| 27
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Promotion Comments
 On your Home Tab, click on the words “Promotion Request”


 Under Details Tab, Click on the words “Promotion Request”

 Description:

| 28
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Promotion Process
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 When the Assignee approves or selects rework, this 
will  be beneath the “Vote” tab.

 The Assignee may also add a comment in the comments  
tab letting the processor know if changes need to be
made.

 If the approved button is selected, the processor will 
then move  forward with the next approval or the 
document will be  ready for release.
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Pending Approvals Status

 Enter file name in Search block (upper right-
hand  corner)
• Click
⎻ Click on “History” tab
⎻ Click on File name under “Authorization” tab

| 30
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Viewing Approval Status

 Click on “Process” tab
 Under Process Status
 Assignee is listed
 Role displayed will be  
“Approved” or “Rework”
 Checkmark indicates if  

task has been  
completed

| 31
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Viewing Approval Status

 When the review and approval are completed by all  
approvers, the tab at the left hand side check  marked 
and the vote listed as approve.

 If this document is still pending approvals, there will not 
be  a check mark or under vote it will not state approve.
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What can the DCM Team not  
Process and/or Handle?
 HR Sensitive Documents
 Hard copy classified distribution
 *We do; however, do electronic distribution 

emails both on the high and low side.
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Resources

**Note several of these documents are/have beenrevised.
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Questions?
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